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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  External Standard Operating Procedures E-02-02 for Account Access and Creation of Business Objects Reports 

1.
PURPOSE:  To establish formal-operating procedures when using Business Objects Application (BOA) in the West CPOC.

2.
SCOPE.
The West CPOC and CPACs within the West Region will comply with the procedures in this SOP.

3.
RESPONSIBILITY.

a.
CPAC will follow the below procedures for establishing accounts and apply naming convention guidelines when requesting reports be published in the Corporate Documents Library.   

b.  CPOC Information Services Division (ISD), Network Management Branch (NMB) will verify existence of a valid BOA license, create user accounts, publish documents and set up the broadcast agent for requested reports.   Accounts will not be created if the establishment of an additional account will exceed current license agreements.

4. PROCEDURES.


a.  To establish a BOA account, the CPAC will forward a helpdesk request with the following information: user name, user role (i.e. MGR, NAF, CPAC), and CSU userid.  NOTE:  Users must have a CSU account prior to establishing an account in BOA.  The BOA Systems Administrator assigned to NMB will create the BOA account requested and provide login information to the CPAC.  

       b.  Guidance on naming conventions for reports to be published in the Corporate Documents Library is provided as Appendix A.  Each CPAC must ensure the data is purged from the report before providing to the BOA Systems Administrator for publishing.
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       c.  An automated broadcast agent can be set up to process recurring reports or reports that should be run after hours to better utilize systems resources.  To schedule the execution of a BOA report on broadcast agent, the CPAC will send a helpdesk request.  This request must include the report name, the date and time the information is required, how often the report should be run, and the individual BOA userid(s) requiring the report output. 
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DISTRIBUTION:

CPAC, Fort Huachuca, ATTN: ATZS-CP

CPAC, Yuma Proving Ground, ATTN: STEYP-CS-CP

CPAC, Sierra Army Depot, ATTN: SIOSI-CP

CPAC, Fort Irwin, ATTN: ADZJ-CPCPAC

CPAC, POM DLI, ATTN: ATZP-CPAC

CPAC, COE, South Pacific Division, ATTN: CESPD-HR

CPAC, White Sands Missile Range, ATTN: STEWS-RM-H

CPAC, COE Northwest Division, ATTN: CENWD-NP-HR

CPAC, COE, Portland District, ATTN: CENWP-HR

CPAC, Tooele Army Depot, ATTN: SIOTE-RSH

CPAC, Dugway Proving Ground, ATTN: STEDP-DBO-PCA-RP

CPAC, COE, Seattle, ATTN: CENWS-HR

CPAC, Fort Lewis, ATTN: 1 Corps: AFZH-CP

CPAC, COE, Walla Walla, ATTN: Personnel Officer

Chief, Customer Focused Division I

Chief, Customer Focused Division II

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resources Development Division
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Business Objects Application (BOA) Report Naming Guidelines

1.   Naming Convention for BOA products.

a. There are three Universes (databases) established in BOA for the purpose of running queries.  These are the Customer Service Universe (CSU), the Productivity Universe (PRO), and the Resumix Universe (RES).   When a query is written, the universe will be included as part of the query/report name.

b. Query/report Naming Convention for West CPOC Standard queries/reports:  

(1) Reports developed using the CSU database will begin WT-CSU-

(2) Reports developed using the Productivity database will begin  WT-PRO-

(3) Reports developed using the Resumix database will begin WT-RES (NOTE:  this database is not available for all users).

(4) For QC reports, the names listed in 1b(1) – 1b(3) above will be followed by –QC (i.e., WT-CSU-QC-XXX).

c. Query/reports naming convention for CPAC developed queries/reports are the same as above but will begin with the two-character CPO-ID code in place of “WT”.  The abbreviations recognized for CPACs are:  

(1) DLI = EY

(2) Dugway = DU

(3) Huachuca = EJ

(4) Irwin = ET

(5) Lewis = EU

(6) Portland = HE

(7) Seattle = HF

(8) Sierra = DS

(9) SPD = KC

(10) Tooele = FQ

(11) Walla Walla = HG

(12) WSMR = BW

(13) Yuma = YU

d.  Query/Reports that are developed for quality control should follow the above beginnings with QC ( i.e., YU-CSU-QC-XXX).

3.  Additional information can be provided using the toolbar File, Properties, Summary Information Window.   Please provide a description of the report output and a POC for contact in the event someone has a question or comment.
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